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THE BIOGRAPHIC PROFILE

i. Thie nobies outlines the initiation of the system of Bicgraphie Profilss
for staff perscnnel.

2. A Biographic Profile (Form 1080) is a standardized digest of basic
facbual 2nd evaluative data necessary for the day-to-day personnel administraiicn
of the Agengy®s pesple. It 1is designed for the use of supervieors, Qpsrating
ORfiedals aaﬁ. Copser Services in formlating and implementing decislions concerning
the utilisation and developmsnt of the individual when a ccaplete review of the
individusl's Official Persenncl Folder is not necsssary. The Profile will support
various programs and activities in the Agency, such as the competitive premetion
program, assignment of personnel, selection of individuals for cempetitive develop-
mont opportunities, and caresr planning for individuals. I% inclwiocs a gummary
of background, cducation, experience, and training as well as evalustiona and
potantial of an employee.

3. The Biographic Profile is prepared centrally according to predetermined
shandards from documented informstion on file in the Office of Parsonnel and in
the Office of Training. The Frofile is in two psrts. Part I contains factusl data
ard copies will be furnished, asz apprepriate, to those persons needing such infor-
mstion. Part 1T sontaine subjective and evaluative data extrasted from official
documents such as Fitness Reports, Career Preference Outlines, and Field Reassign-
ment. Questicnnaires. Copies of Part XI will be furnished on a mmich more limlted
KYES ONLY baeis to designated officials upon proper justificstion. Copies of
both Part I and Part II will be automatically furnished to Heads of Carser Servicss
concerned and to the Vital Materials Center.

4. The Director of Personnel ie responsible for the preparation and mainte-
nance of all Biographic Profiles, with production pricrities dstermined by him on
the basis of stated reguirements by Heads of Career Services, DBuphasis will be
placed first on the preparation of Profiles for personnel at the GS-11 level. The
Director of Personnal will snsure that each employee has arn opporcunity to review
Part I of his Profile before it becomes an official document. It is the respcnsi-
2ility of each person to review Part I of his Profile in detail, making such
changes as might bs necessary, to reflect accurate and current data. If an
individual is oversess at the time his Profile is prepared, a ¢Opy of Part I will
be retained in the Centrai Processing Branch, Office of Personnegl for his verifi-
cation upon his return.

FOR THE DIRECTOR OF CEWTRAL INTELLIGENCE:

L. X WRHITE
Deputy Director
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